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Download Teams?                Getting Started 

Microsoft Teams is a collaborative apace that 
combines several functions of other 
Microsoft applications into one workspace. 
You can chat, call, host meetings, and co-
author documents all in one space! You can 

customize your team’s channel to fit your needs. 

 
Open directly from Office 365 or download the app from 
your google play or apple store. 

1. Navigate to 
https://outlook.office365.com/ 
2. Sign in using your HISD 
username and password 
3. Click TEAMS from the list of 
O365 apps. If the apps do not 
automatically display, click the 
waffle icon located in the top left 
corner and then click TEAMS. 

Activity Chat 
At the bottom of your screen, you will see a ribbon with 
five icons, with activity open by default. 
 
 
 
 
 
Activity shows the most recent activity across all your 
teams such as replies and mentions.  
 
 
 
 
 
 
 
 
 
 
 
 
 

There are four types of teams: 
 

 

Classes: For students and teachers to 
colaborate on projects and assighnemnts  

 

PLCs: For collaboration between educators to 
create a learning community 

 
 
 
 

Staff Members: For school administration and 
devlopment collaboration with staff and 
campus/ department administration.  

 

Anyone: Collaboration between anyone in the 
district 

 

Contacts 

1. Click on the Teams tab in the left navigation 
2. Select Create a Team 
3. Click Create team 
4. Select your team type  
5. Name your team 
6. Select your priviacy level 
7. Select Create a team from an existing Office 365 

group 
8. Select your team and click Choose team 

 
 

 

Best Practices: 
 Create a group in office 

365 before creating a team 

https://outlook.office365.com/
https://outlook.office365.com/
https://outlook.office365.com/


  

 

Teams Best Practices 

When you click on the Teams tab, all of the teams you 
are a part of will display. Each team has a general 
channel that all members can view. These channels 
consist of tabs like an internet browser. You can 
create additional channels to further organize your 
collaborations.  

 
 
 
 
 
 
 
 

The tabs for your channel display in a ribbon across the top 
of your channel. The default tabs are conversations, files, 
and staff notebook, but you can add more. Add your tam 
planner, survey monkey, embed a website, and more. There 
are over 70 different types of Tabs to choose from! 
 
 

Channels 

1. Click the + icon 
2. Select your tab type 
3. Name your tab  
4. Click save 

Note: If you are embeding a website, make sure you have the URL  

Assignments Meetings  

Create a channel: 
1. Click the Ellipsis …  
2. Select Add channel 
3. Name your channel 
4. Click Add 

Your channels will display below your team 

The meetings tab not only allows you to view and schedule 
meetings, but it also allows you to video conference if you 
have a camera and mic on your device. You can still 
participate in the meeting without a camera and be audio 
only. The meeting feature functions the same as a Skype 
Meeting.  

More Apps Files 

When you chat with a team member, you can see 
more than just your conversation. There is a ribon at 
the top that will show you your ocnversation, files you 
have shared with that user, the org chart for that user, 
and their recent teams related activity. 

 
 

Who is a bot that allows you to look up information about a 
user and ask questions. Click the ellipsis … in the left 
navigation to access this feature and click What can I do? At 
the bottom of the screen.  
 
 
 
 
 
 
 

Shifts  

1. Click the chat tab 
2. Search for or select the user you wish to share your desktop with 
3. In the upper left of your screen Select the         icon 
4. Choose the screen or window you wish to share 
5. The recipient will need to accept the request in order to see your 

screen 

  

 
 
 


